


NONAPPROPRIATED FUND POSITION DESCRIPTION JOB TITLE: Computer Operator POSITION
NUMBER 01-0129 JOB SERIES: 0332 PAY LEVEL: NF -3 Summary Of Duties:
This position is responsible for supporting the operations of the MWR MIS/Data Processing computer center.
Operates various computers, including minis and microprocessors, as well as related peripheral equipment in
accordance with prescribed operating instructions. Applies knowledge of general purpose computer equipment,
point-of-sale, communication links (including LAN), and peripheral devices, in carrying out assignments. Monitors
system status, sets up jobs for production runs and takes corrective action to maintain production schedules. Refers
to the supervisor system failures and equipment problems that do not respond to standardized corrective procedures.
Operates peripheral devices such as line printers, tape units, modems, communication devices and disk drives.
Processes and distribute computer reports and media as required.
Performs periodic or scheduled preventative maintenance on hardware, as directed. The work includes cleaning
devices prone to collect dust, lint, or other particles. Prepares system logs and other records of computer operations
including documentation of equipment operations problems, system malfunctions, systems status, etc., and any
corrective action taken. Performs various administrative functions such as re-ordering of supplies, filling out of shift
schedules and control logs. May assist in training for new employees. May be required to work various shifts.
Performs other related duties as required.
Minimum Qualifications:
Three years of experience that demonstrates the application of knowledge of mini and micro computers and
peripheral devices, including interactive and batch processing systems, and knowledge of various operating systems,
utility software, and job control languages to initiate and monitor processing of production workloads.


